From: Jack Peterson

To: Ryan.Maloney@chenegalogistics.com; Yohan.Gipson@chenega.com
Cc: Marie Noel; Betty Saladin; Jolleen Werst

Bcc: LeeA Thomas

Subject: EPA R7 Records Center INFO

Date: 03/02/2011 04:18 PM

Importance: High

Attachments: QASP(SUPR).doc

QASP(Non-SUPR).doc

Ryan/Yohan,

I'm still waiting for legal to bless the solicitation, but | wanted to give you the
following information soonest.

Attached are the two Quality Assurance Surveillance Plans (QASP). One for the
Superfund TO, and one for the Non-Superfund TO.

Also, below are the details regarding the software. FYI, the software is under EPA's
name. And below is what we'll need for you to purchase.

What EPA Currently has:

Versatile Enterprise - unlimited User connections; for the application and database we
are limited to one production server for each or they can be combined on one server.
Versatile Imaging - unlimited license because we have Enterprise

We require annual support for both of these.

Versatile Modules to Purchase:

Optical Character Recognition (OCR) - server license -

Electronic Records Management System (ERMS) - 100 seat license and 1 server
license -

We require the annual support for both of these.

I hope you all are making good progress on your end. We'd like a proposal no later
than 8 March 2011. Holler if any questions.

il
ol

Thanks,

Jack L. Peterson
Contracts & Acquisition
EPA Region 7

901 N. 5th St., #5144E
Kansas City, KS 66101
(913) 551-7442
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Superfund Records Center 




		PERFORMANCE REQUIREMENTS SUMMARY



		Task No.

		Required Service

		Performance Standard

		Maximum allowable deviation from required acceptable quality level ( AQL)

		Surveillance Method

		Deduction from contract for price of exceeding the AQL



		1.0 

		Monthly and Annual Technical and Financial Reports

		Monthly Progress Report is submitted accurately and timely according to the SOW following site specific charging requirements

		No Deviation allowed

		TOPO/ATOPO will monitor reports for timeliness and accuracy

		Progress Reports will be returned to be corrected and invoices will not be paid until an accurate monthly progress report is received to support the invoice and site specific charging is correct



		1.0

		Monthly Status Meetings

		Agenda is prepared and provided 2 working days prior to each monthly meeting and within 2 working days after each meeting a Meeting Summary Report  is delivered to the TOPO

		No Deviation allowed

		TOPO/ATOPO will monitor contractor on a monthly basis for the agenda and summary report for accuracy and to ensure follow-up action items are addressed

		After 4 months of monitoring, if standard is met, reduced oversight by TOPO.






		2.0

		Manage and Operate on-Site Locations

		Hours of Operation –Facility is operating in full capacity during the hours specified in the SOW

		No deviation allowed

		TOPO/ATOPO will monitor for compliance through periodic checks

		After 4 months of monitoring, if standard is met, reduced oversight by TOPO/ATOPO 



		2.0

		Manage and Operate on-Site Locations

		Document pickup and delivery is completed by 2:00 p.m. daily; routine filing is completed within (3) work days; workflow is not impacted due to lack of supplies, and Daily docs are processed with three (3) work days.

		

		These files will be delivered to the EPA TOPO in the litigation room.  EPA will add a DOCID to each document for tracking before issuing the document to the contractor.  TOPO will track the 3 day deliverable by do a quality assurance check of the documents in SDMS



		After 4 months of monitoring, if standard is met, reduced oversight by TOPO/ATOPO  If after four months, the requirement for no exceptions is not met, then each collection not in compliance with the SOW will cost the contractor $100.00






		2.0

		Manage and Operate on-site Locations

		Work performed in accordance with Agency and NARA regulations

		No deviation is allowed

		TOPO/ATOPO will monitor for compliance through periodic checks

		After 4 months of monitoring, if standard is met, reduced oversight by TOPO/ATOPO



		2.0

		Manage and Operate on-site Locations

		Files are organized/filed in accordance with EPA, NARA, and guidance documents

		No deviation is allowed

		TOPO/ATOPO will monitor for compliance through periodic checks

		After 4 months of monitoring, if standard is met, reduced oversight by TOPO/ATOPO



		2.0

		Manage and Operate On-Site Locations

		Respond to Request for information – Confidential/Sensitive Files are clearly labeled, Responses to routine requests/searches are completed within three (3) days and requests for high volume copying (> 500pg) provided same day notification to the TOPO

		No Deviation allowed

		Periodic check by the TOPO/ATOPO on paper documents and in SDMS to determine if the files/documents are in compliance with the SOW, monitor the email request box and email complete box to determine if requests are completed within 3 days.

		After 4 months of monitoring, if standard is met, reduced oversight by TOPO/ATOPO



		2.0 

		Manage and Operate On-Site Locations

		Maintenance of Government Furnished property is maintained and operational and the contractor reports any issues related to non-performing equipment and provide to TOPO a list of supplies needed before a work stoppage is reached

		No deviation allowed

		TOPO/ATOPO will monitor for compliance through periodic checks

		After 4 months of monitoring, if standard is met, reduced oversight by TOPO/ATOPO



		3.0

		Management of Systems of Information

		Process, Organize and File Records and Collections.


Collections are submitted timely and accurately

		No deviation is allowed

		TOPO/ATOPO will quality check each portion of the collections

		After 4 months of monitoring, if standard is met, reduced oversight by TOPO/ATOPO  If after four months, the requirement for no exceptions is not met, then each collection not in compliance with the SOW will cost the contractor $100.00






		3.0

		Management of Systems of Information

		Scanning, Processing, Indexing, Etc. of Documents

		No Deviation allowed

		TOPO/ATOPO will quality check document submittal

		After 4 months of monitoring, if standard is met, reduced oversight by TOPO/ATOPO  If after four months, the requirement for no exceptions is not met, then each collection not in compliance with the SOW will cost the contractor $100.00
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		QUALITY ASSURANCE SURVEILLANCE PLAN                                   

REGIONAL



		Task  No.

		Performance Standard

		Maximum Allowable Deviation

		Surveillance Method

		Incentive/Disincentive



		1.0

		Monthly Progress Report and Invoice are submitted in accordance with the PWS.


Monthly meetings and subsequent meeting notes are provided in accordance with PWS.

Must maintain basic working knowledge of all existing statutes, regulations etc, related to records management; program management methodologies; and technology supporting the records management needs and systems of information in accordance with the PWS.


Maintain up-to-date knowledge of EPA’s software suite; propose alternative tools in accordance with the PWS.

		None

In the event of TOM absence from the office for scheduled leave of more than 3 consecutive days, meeting notes can be submitted on first workday after return to office

None

None

		COR will review reports for completeness and accuracy.


COR will track due dates.


COR will observe demonstration of knowledge related to Tasks 1, 2 and 3

COR will observe demonstration of knowledge related to Tasks 1, 2 and 3.



		Reports will be returned for correction/clarifica-tion.  Invoices will not be paid until an accurate report is received which supports the invoice.


None


None


None





		QUALITY ASSURANCE SURVEILLANCE PLAN



		Task  No.

		Performance Standard

		Maximum Allowable Deviation

		Surveillance Method

		Incentive/Disincentive



		1.0 (cont)

		Maintain training logs of contractor staff to document participation in EPA and/or federal-specific training.


Participate in all EPA-sponsored conference calls related to records management as identified by the COR



		None

None

		COR will periodically check log books.

COR will monitor and track participation

		None

None



		2.0




		Maintain hours of operation and staffing in accordance with the PWS.


Daily document pick up & delivery occurs in accordance with PWS.

Maintain and manage government equipment and supplies in accordance with the PWS.  Workflow is not impacted due to lack of supplies or inoperable equipment.

No unauthorized release or acceptance of non-CBI records in accordance with PWS.  Notify COR when new authorization is required, or when update is needed.  Updates are required no later than 6 months from initial authorization or anniversary date of authorization. 



		None

None

None

None

		COR will periodically monitor arrival and departure times

COR will periodically monitor delivery times

COR/will monitor equipment and supply usage on a monthly basis

COR will review authorization book once a month



		Monitoring will increase or decrease depending on observations of COR.

Monitoring will increase or decrease depending on observations of COR.

Monitoring will increase or decrease depending on observations of COR.

Monitoring will increase or decrease depending on observations of COR.







		QUALITY ASSURANCE SURVEILLANCE PLAN



		Task  No.

		Performance Standard

		Maximum Allowable Deviation

		Surveillance Method

		Incentive/Disincentive



		2.0 (cont)

		Capture all non-Superfund records services into Service Desk within 24 hours.

Process all requests in accordance with the PWS.   


Review and/or development of SOPs in accordance with the PWS.  Current SOPs are updated by May 1, 2011; subsequent modifications shall be finalized within 30 calendar days of change notification.

Assist with ECMS implementation in Region 7 in accordance with the PWS.  Within 90 days of initial receipt of EPA Region 7 File Plans, Contractor shall accurately enter information into ECMS.  Subsequent file plan changes shall be entered into ECMS within 30 days.


Provide technical analysis and support, including training, in accordance with the PWS.

Assist in developing and presenting up to 8 hands-on classroom style training sessions per year as described in Task 2.

		None

Deviation to extend the time allowed to complete a project is at the discretion of the COR


Depending on workflow volume, COR can extend due date by not more than 30 calendar days.


File Plan Structures shall be entered with 99% accuracy.


None

This will be on an as-needed basis

		COR will monitor email box and Service Desk on a monthly basis.

COR will monitor progress through Service Desk reports

COR will monitor workflow to determine if extension should be granted


COR will monitor completion of task using Service Desk

COR will monitor during meeting discussions and training opportunities.

COR will determine need, and review training materials.

		Monitoring will increase or decrease depending on observations of COR.

None


None

None


None

None



		QUALITY ASSURANCE SURVEILLANCE PLAN



		Task  No.

		Performance Standard

		Maximum Allowable Deviation

		Surveillance Method

		Incentive/Disincentive



		3.0 

		Inventory of collections and records are maintained  in accordance with the PWS.

I

nitial comprehensive inventory of all Region 7 records is conducted in accordance with the PWS.  

Assist in the development of new filing systems, manuals, file plans, etc., in accordance with the PWS.


Preserve records in accordance with the PWS.


- Confidential Business Information and sensitive information is kept secure and that no breach in security occurs by allowing unauthorized access.

- Records identified which are subject to FOIA exemptions, litigation privileges or holds, and CBI. are clearly labeled and distinguished from routine files 


- CBI documents are tracked as stated in Task 3.



		None 


Depending on workflow volume, COR can extend the due date by not more than 30 calendar days.

None

None

None


None

		COR will monitor results based on submission.


COR will periodically review/monitor to ensure timely completion of all components.


COR will monitor through Service Desk

COR will periodically review CBI tracking system 

COR will periodically perform a visual audit.

COR will monitor CBI tracking system

		None

None


None

None

For any documents not properly identified  EPA will assess a deduction from the next invoice of $100 per document.


Any notification past the 92nd day, EPA will assess a deduction from the next invoice of $100 per day, per document.






		QUALITY ASSURANCE SURVEILLANCE PLAN



		Task  No.

		Performance Standard

		Maximum Allowable Deviation

		Surveillance Method

		Incentive/Disincentive



		3.0 (cont)

		- Semi-annual audits of CBI documents are performed in accordance with PWS.  Initial audit to be completed by July 1, 2011.


Reference support on records is in accordance with Task 3.

Safe storage and effective retrieval of documents is in accordance with Agency and NARA regulations.  Records disposition shall be performed in accordance with the guidance documents/SOPs.  

Electronic systems of information are managed   in accordance with the PWS.


All requests for non-Superfund records and information shall be received and entered into Service Desk tracking system on day received.

Sign-in log books are properly maintained as described in Task 3



		At discretion of COR, completion of audit may be extended up to 60 calendar days.

99.7% accuracy rate for filing etc.; routine filing is completed within 5 workdays; 100% audit on all scanned documents to ensure proper positioning and readability. 


None


None


Requests received after 3 p.m. will be entered on next workday

None



		COR will monitor completion of project.

COR will  periodically review contractor QA sheets

COR will periodically review Service Desk, and monitor inventory for timely disposition.

COR will periodically monitor tracking processes.

COR will perform random audits


COR will periodically review log books



		None


None


None


None


None


None






		QUALITY ASSURANCE SURVEILLANCE PLAN



		Task  No.

		Performance Standard

		Maximum Allowable Deviation

		Surveillance Method

		Incentive/Disincentive



		3.0 (con’t)

		All tasks/forms/reports are grammatically correct, legible, and contain all required information.


All deliverables are received by requestors by the time frames established in the PWS.


Customer service to EPA staff and outside visitors is professional and viewed as exemplary.



		None

At the discretion of COR, minimal deviation may be  authorized based on when documents are received.

Customer Service rating will be no lower than 4.5%, based on survey results through Service Desk.

		COR will visually review documents

COR will periodically monitor/review Service Desk entries and perform random audits to determine timeliness. 


COR will perform quarterly audits of surveys.

		None


None


None






		4.0

		Special collections and projects are completed in accordance with the PWS.

Region-wide records inventory and volume review is conducted in accordance with PWS.


ECMS implementation in Region 7 is in accordance with the PWS.


Vital records plan and maintenance is in accordance with the PWS.




		None

None


None


None

		COR will periodically monitor projects.

COR will monitor progress through monthly meetings.

COR will monitor progress through monthly meetings.

COR will monitor progress through monthly meetings.

		None

If completed within 7 months, to satisfaction of COR, Contractor will receive $5,000 incentive award.


None


None



		QUALITY ASSURANCE SURVEILLANCE PLAN



		Task  No.

		Performance Standard

		Maximum Allowable Deviation

		Surveillance Method

		Incentive/Disincentive



		5.0

		Emergency support functions will be in accordance with the PWS.

- Protection of sensitive/privacy act and confidential documents before and after a disaster;

- Safeguard all vital records in the Regional Record Center regardless of media; and


- Participation in records recovery by packing out and salvaging damaged materials 



		No deviation allowed

		COR/ACOR will review.

		Any release of CBI, Privacy Act, or sensitive

documents, EPA will assess a deduction on the next invoice of $500 per document.








(913) 551-9442



